


DISCIPLINARY NOTICE

	NAME OF EMPLOYEE  
	POSITION  

	
	

	DEPARTMENT/CAMPAIGN  
	NAME OF SUPERVISOR  

	
	



Management is desirous of giving all of our employees every reasonable opportunity to correct unsatisfactory work performance, or unsatisfactory conduct of a correctable nature, if the employee evidences an earnest desire to improve.  This Disciplinary Notice now becomes a matter of record.

Any repetition or continuation or action on your part which is contrary to established rules and regulations, or which is detrimental to the best interests of the company or its employees will result in further disciplinary action up to and including termination.
	REASON FOR THIS WARNING NOTICE

Verbal     Writen Warning     Termination

		Work Habit
 	Work Performance
 	Others_
______________________________



	EXPLANATION (Specifically describe problem in detail.  Attach separate sheets if necessary)

	





	



	COURSE OF ACTION (Specify action taken) 



	



	PREPARED AND SERVED BY



TEAM LEADER
 (Signature Over printed name)

Date Served:_____________________________
	I have read and understood the contents of this notice.


SALES EXECUTIVE
(Signature Over printed name)

Date Received:_____________________________

	ACKNOWLEDGEMENT



PROGRAM MANAGER
(Signature Over printed name)

Date Received:_____________________________
	ACKNOWLEDGEMENT



CENTER MANAGER
(Signature Over printed name)

Date Received:_____________________________
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